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29 July 1953

WEMORARDUN FOR: Acting Depuly Directsr {Administration)
SURJECT 3 OCsneral Services

1. Reference is xade to your mesorandum of 22 July 1953,
requesting comments and reccmmendations on the possitdlity of
sliminating the Gererad Services Offlige and trangferring the
mior dlvisions of that Office to the Loglstics office and the
Comptrollerts Office.

2. We have reviswed the propossl and believe that it has
sorit s such a move Would place some’of the functions whers they
meve logically beleng. This chanpe wéuld organise the overall
adind stration of the Agency into three main categories: men,
gy and mterisl, However, it should be pointed out that gener-
ally in s} governient sgenciss there w11l be found orpaniszationally
ss organizatiomal fomponent ecalled aninistrative Services” whose
general dulles sre classifisd ss houstkesping functions.

3, Whatswr $he final decision may be s to the elinination
of tie Oenerdl Scrvices 0ffice, the Comptrollerts Office feels very
stromgly that there sre two particular functiona now being per-
fermsd by Oeneral Bepvices which are logieally and ripghtfully
functions shiech shéuld come under the Jurisdiction and direetion

of the Comptroller. hese are Lorms Tontrol and Machine Records.
Staf? studies have been prepared on these two subjects setting
forth our reasons and Justificetion for the tramafer of these
functions to ths Comptroller's Office. {See Tab A and B)

k. The Organizstion and Nethods Staff feels that the work
of Becords Mansgewent is closely allled to Organization and Methods
work, and that the fenctidns thereof could wery well be added to
that staff., The Hecerds Center is at present in a dsveloprent
sags mnd for its best operation shodld be closely allied to the
Racords Mana ¢ fynction for the jresent. Later on when the
Recupds Center Progrém is more ¢learly sstablished, conpideration
conld thea be given to changing 1ts $rganisstionsl) location since
3% i not really & staff function. The undersigned has mixed
feulings on this subject since some ghases of the records manage~
mmwnwmt&tuwamintobemew of work
08 ghould be performing, Time given for the submission of
gomwate snd recomendations M & not permit a detailed study of
this matter,
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S The :é.‘luing comments ard recommendations for the other
urnm 1 compones of the sow constituted General Services
office xre sibd tted for considerstions

a. The Motor Pool fumcfion be transferred to the
Srapaportation Division, Logistics Office.

b, The space asquisition and wtilisation, building
. nes and utilization and telephone functions
be transferred to the Real Estate and Construction
Sivision, logistics Office.

¢, The primting and reproduction function be Ltrans-
farred to the Logistics Office.

6, In order to hawe a clearecut orgamisation in Logistics, and
to faeiiitate eontrol, it would e advisuble to consider the estab-
L7 , of & Genersl Services Division within Logistics which would
fmoluds the fdlléwing branches:

s, Printing and Beproduction
b Reil Estate and Construction {which would i{inclivde the
" , roal estaté and ganstruction functimm togeth-
or with those activities enumerated in 5.b. sbove)
¢, Nsll and Courier

7. 1 shsll be gisd to dischss the sbove comments and recormends-
tmﬁ%mﬁm‘mm.

t’s ﬂ‘ M
Compiroller

Attschmentss
T s and B
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